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MEDICARE —
COORDINATION
OF BENEFITS

Workers’ Compensation Medicare
Set-Aside Portal (WCMSAP)

Account Setup

Corporate Account

Version 3.1, 3/31/2013

CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that
the version and date on this page match the version and date on the corresponding page of the PDF currently
available on http://www.cms.gov/Medicare/Medicare.html.

Slide notes
Welcome to the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) Account Setup course.

Note: This module is intended for corporate WCMSAP account users. A corporate account indicates
that the submitter is a corporate entity with an Employer Identification Number (EIN) and will be
regularly submitting WCMSA requests.

As a reminder, you may view the slide number you are on by clicking on the moving cursor.
Additionally, you can view the narration by clicking the Closed Captioning [CC] button in the lower right
hand corner of the screen.
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Disclaimer

While all information in this document is believed to be
correct at the time of writing, this Computer Based Training
(CBT) is for educational purposes only and does not
constitute official Centers for Medicare & Medicaid Services
(CMS) instructions for the WCMSAP. All affected entities are
responsible for following the applicable CMS instructions
found at the following link:

http://www.cms.gov/WorkersCompAgencyServices/.

Slide notes
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Course Overview

* Account Setup Process

« Establish Account m—
» Establish Login Identification e
(ID)/Password -
j
a

* Next Steps |

Slide notes
This course will demonstrate how to complete the Account Setup, including establishing an account and
a Login Identification (ID) and password. This course will also describe the next steps to follow once

the Account Setup has been submitted.
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Getting Started

* Corporate entity must identify Account Manager
* Account Manager completes Account Setup as long as

= Corporate entity has completed New Registration step

» Authorized Representative has received mailing from Coordination of Benefits
Contractor (COBC) containing

o Personal Identification Number (PIN)
o Account ID/Submitter ID

Slide notes

To begin, the corporate entity must identify their Account Manager. The Account Manager is
responsible for completing the Account Setup.

The Account Manager may initiate the Account Setup if the corporate entity has already completed the
New Registration step and their Authorized Representative

has already received a mailing from the Coordination of Benefits Contractor (COBC) containing the
Personal Identification Number (PIN) and Account ID/Submitter ID.

The Account Manager will need this information to complete the Account Setup.
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Getting Started

* Account Manager
* Information recorded during Account Setup
* Only one for each WCMSAP account
Controls the administration of the account
Manages the overall process

= May choose to manage the entire account or invite other employees to
assist in the process

* Electronic Data Interchange (EDI) Representative
» Handles reassignment of Account Manager, if needed

Slide notes

During Account Setup, information for the corporate entities’ Account Manager will be recorded. Each
WCMSAP account can only have one Account Manager.

This is the individual who controls the administration of the account and manages the overall process.

The Account Manager may choose to manage the entire account or may invite other company
employees to assist in this process.

For more information on the Account Manager’s role, please see the Basic Functions for Account
Managers CBT.

Note: A COBC Electronic Data Interchange (EDI) Representative will handle the reassignment of an
Account Manager if an Account Manager needs to be changed for an account.
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¢ Favories | o Centers far Medicare & Me

In order to perform the WCMSAP Account
Setup, the Account Manager must go to the
WCMSAP Web site found at the following URL:
https://www.cob.cms.hhs.gov/WCMSA.
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Home | Madicare | Medicaid | CHIP | About CM5 | Regulations & Guidance | Research, Statistics.

People with Medicare & Medicaid | Questions | Careers | Newsroom | Contact CM3 | .

CMS Programs & Information
Medicare Regulations & Guidance

» Provider Enrolliment & Certiication » Manuals

» Fee-for-Service Payment » Transmittals

» izoverage » Quarterly Provider Updates

» ZMS Forms » Legislation

# Health Plans # Health Insurance Portability and Accountability Act (H

» Coding » Mare, ..

» Prescription Drug Cowverage

» More. ..
B Mcdicaid Rescarch, Statistics, Data, & Systoms

» Medicaid Waiver & Demonstration Projects » CMS Information Technology

» Medicaid Consumer Enrollment & Cowerage * Statistics, Trends, & Reports

» Medicaid Prescription Drugs » Computecr Data & Systems

* Moreg. .. = More,..
CHIP Outreach & Education

# Low-Cost Health Insurance # Medicare Learning Metwork

Ll bl L LIIO Ocls Iw] I ikl AT

Slide notes

In order to perform the WCMSAP Account Setup, the Account Manager must go to the WCMSAP Web
site found at the following URL: https://www.cob.cms.hhs.gov/WCMSA.
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r’.'-; Centers for Medicare & Medicald Services - Windows Internet Explorer

i | htps:/fwww.cob cms hhs gowWCMSA

b, il i (AL T

File Edit View Faworites Tools  Help w  ECnnvert - PR Selert

¢ Favories | o Centers far Medicare & Me

In order to perform the WCMSAP Account
Setup, the Account Manager must go to the
WCMSAP Web site found at the following URL:
https://www.cob.cms.hhs.gov/WCMSA.

Centers fq

ealth &

(9, 7A)

Home | Madicare | Medicaid | CHIP | About CM5 | Regulations & Guidance | Research, Statistics. [

People with Medicare & Medicaid | Questions Careers | Newsroom | Contact CMS | .

CMS Programs & Information
Medicare Regulations & Guidance

» Provider Enrolliment & Certiication » Manuals

» Fee-for-Service Payment » Transmittals

» izoverage » Quarterly Provider Updates

» ZMS Forms » Legislation

# Health Plans # Health Insurance Portability and Accountability Act (H

» Coding » Mare, ..

» Prescription Drug Cowverage

» More. ..
B Mcdicaid Rescarch, Statistics, Data, & Systoms

» Medicaid Waiver & Demonstration Projects » CMS Information Technology

» Medicaid Consumer Enrollment & Cowerage * Statistics, Trends, & Reports

» Medicaid Prescription Drugs » Computecr Data & Systems

* Moreg. .. = More,..
CHIP Outreach & Education

# Low-Cost Health Insurance # Medicare Learning Metwork

Ll bl L LIIO Ocls Iw] I ikl AT

Slide notes

In order to perform the WCMSAP Account Setup, the Account Manager must go to the WCMSAP Web
site found at the following URL: https://www.cob.cms.hhs.gov/WCMSA.

Page 7 of 42



Adobe Captivate

Sunday, March 31, 2013

Slide 8 - Slide 8

CFAERE b MEORCAT B MDA JAVRES

Login Warnin A :
g g (= Print this page

UNAUTHORIZED ACCESS TQ THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

For site securlty pur
changé nfermation
any required legal
ciminal or sthar

WVaETE programs tar jor and identry unauthorized ac
cause damage @ event of authonized law o
n from these sourtes may be used ta halp identify anindi

5E, Unavthorized siemp:s to upload or
stgations, and pursuantta
dual ard may be usad ‘or administrative,

cess, infarmatia
verse action

Privacy Act Statement

The collection of this infarmmation i3 amnorzed oy 42 U.S.C. 1395y D)(5). The in‘ormaton colleced will De used (o Identfy and recover past
mistake1 Medicare primary payments and fo prevent Medicare from making mistakes in the futire forthose Medicare Secondary Payer
sugtiors that contingeg 0 gxist

Attestation of Infermation
| have submitted a0l rzlevam informiatc tained and'or have nowledage of regarding this daimant, hiatwzas generaled at any time on or
amer the Late of Incident (L) for e allzged achdentiinessinjunyinciden: alissue, and Nas Jeen included a5 pan of IS SUDMISSION Of
e proposed amount for his WCM3A lothe Cenlters for Medicare & Medicaid Senices

The infomation provided is complete, truthiul, accurate, and meels 3l requirerents setforth to use this precess; and, | have read and
understana all of e Centers 1or Neaicane & MedIcaid Senices Inormaton at RID wiww 6's covivorkers CompAgencrsenices!

LOG OF= INMEDIATELY if you do notagreeto he conditions stated in this warning
L Accept

Jacling

! & Privacy p of ary recosds aboutincndduals and underthe coatrol of any Federal agancy fram which

ther personal identifier of the individual

systemn of recordsis 3 9
informiattion is relrieved bythe name or

o

CMIS| viorkers Compensation Medicare Set-Aside Web Portal @

Slide notes

Each time you visit the WCMSAP Web site, the Login Warning page will display the Data Use
Agreement (DUA). The DUA provides information about WCMSAP security measures including

access, penalty and privacy laws.

You must agree to the terms of this warning each time you access the WCMSAP application.
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\
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CMIS| viorkers Compensation Medicare Set-Aside Web Portal @

N e A
Login Warning (= it this page

UNAUTHORIZED ACCESS TQ THIS COMPUTER SYSTEM IS PROHIBITED BY LAW

This web site is maintained bythe U3, Governmentynd is proleced by ledara 1aw, Use of hig
ercess of granied authori h as access iough g nothers Lo 01 password, may be inviolation of federal
including the False Claims A

may be subjed to administatl

For site securlty purposes we emplor Software programs tomonnor and identry unauthonized accass, unavthorized stempis to upload or
changé nfermation, or sttempls to ohicrvise cause damage
any required legal process, infarmatian from these sourcesr
ciminal or dthar adverse action

In the event of autharized law enfarcementimestigalions, and pursa
¥ be used to halp identify anind

0
dual ard may be usad ‘or administrative,

Privacy Act Statement

The collection of this Infarmation i3 austharized oy 42 U.5.C. 13950D)(5). The in‘ormaton colleced will De used (o IJentify and recover past
mistake Medicare primary payments and to prevent Medicare frof making mistakes in the future for those Medicare Secondary Payer
ghuatiors that contingg o gxist

Attestation of Infermation

I have submitted all refevant informat on oblained andlor have knowledge of regarding this daimant, hatwzs generaled at anytime on or
amertne Uaie of InCigent (DO) 1or e allzged accidentiinessanjurymcioent alissue, and Nas Jeen INCluded as part of Mis Submission of
e proposed amount Tor this WCM3A Lo the Centers lor Medicare & Redicaid Senices

The nformation provided is comp ete, truthiul, accurate, and meets 3] requirements setforth to
understand all of ne Centers 1r Medicare & MeAIC3Id SeNCEs IMOMmyanon at DD INNW CI'S Loy

his precess, and, | have read and
orkersLOmpAgencysences

LOG OF= INMEDIATELY if you do notagree to he conditions stated infthis warning

| A;ﬁm

Jacling

! & Privacy Ad systern of recordsis 3 group of ary records aboutincividuals and underthe coatral of any Federal aganey fram which
information is relrieved bythe name or other personal identifier of the indiidual

Slide notes

You must review the DUA and click the [I Accept] link at the bottom of the page to continue. Otherwise,
you will be denied access to the WCMSAP site and will be unable to complete Account Setup.
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(&, A Workers' Compensation Medicare Set-Aside Web Portal @

CTNTERS for MECUCARE 8 MTRCAR) SERVNTS

About This Sie CMS Links Reference Materials Contact Us

Welcome to the WCMSAP

This site provides an interface for entry of Workers' Compensation Medicare
Set-Aside Arangements (\WCMSA| proposals. Attomeys, Madicare
beneficiaries, claimants, insurance camiers and WCMSA vendors may use this

site to enter the case information directly. The site also provides attomeys Sign into your account

IMedicare beneficiaries, claimants, insurance carmers, and WCMSA vendors

with the ability to track their submitted cases and the statuses without inquiry T

to the Coordination of Benefits Contractor (COBC) or the Centers for Medicare AL

& Medicaid Senices (CMS) I

Fargotl

WCMSAP Messages
This space is reserved for system messages from the Coordination of Benefits Password
Contractor. Check this location for important information regarding system I
outages, scheduled maintenance and special announcements. Eorgot Password
GETTING STARTED Login | Clear I

For more information, refer to How To Get Started under the How To menu option

STEP 1 STEP 2

New Registration  mip Account Setup -3

{Account ID and PIN required)

Slide notes
Once you have clicked on the | Accept link, you will be brought to the Login (Welcome) page.
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(&, A Workers' Compensation Medicare Set-Aside Web Portal @

CTNTERS for MECUCARE 8 MTRCAR) SERVNTS

About This Sie CMS Links Reference Materials Contact Us

Welcome to the WCMSAP

This site provides an interface for entry of Workers' Compensation Medicare
Set-Aside Arangements (\WCMSA| proposals. Attomeys, Madicare
beneficiaries, claimants, insurance camiers and WCMSA vendors may use this

site to enter the case information directly. The site also provides attomeys Sign into your account

IMedicare beneficiaries, claimants, insurance carmers, and WCMSA vendors

with the ability to track their submitted cases and the statuses without inquiry T

to the Coordination of Benefits Contractor (COBC) or the Centers for Medicare AL

& Medicaid Senices (CMS) I

Fargotl

WCMSAP Messages
This space is reserved for system messages from the Coordination of Benefits Password
Contractor. Check this location for important information regarding system I
outages, scheduled maintenance and special announcements. Eorgot Password
GETTING STARTED [ Tlear I

For mare information, refer to How To Get Started under the How To menu + Click the Account Setup button.

STEP 1 STEP 2

New Registration  mip Account Sett'kcg -3

{Account ID and PIN required)

Slide notes
To begin this process, your designated Account Manger must click the Account Setup button.
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% A) Workers' Compensation Set-Aside Web Portal @

About This Site CMS Links Reference Materials Contact Us

Account Setup Intro

You have selected a link that guides you through the process of establishing a new Account Manager 1D for the Workers' Compensaticn
Set-Aside Web Portal (WCMSAP). Please have your Account ICentification Number (EIN) and Personal Identfication Number (PIN)
available. The Account ID and PIN are listed on the mailing that was sent to your submitter contact

If you are alieady associated with a Submitter on the WCMSA Web Portal, you will not be allowed to register for a different Submitter
An Account Manager 's only allowed to be associated with on2 Submitter

During this process you will be

« Establishing an account for the Submitter. and
« Establishing your perscnal Login ID to the Workers' Compensation Set-Aside Web Portal (WCMSAF)
Before proceeding it is important to understand the roles of the various WCMSAP users, and their respective responsibilities to ensure the

Submitter accounts are managed comectly. The role of the Account Manager and 1s described below

[ Previous

Slide notes

The Account Setup Intro page will display. This page describes the Account Setup process and informs
you of your duties as the Account Manager.
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% A) Workers' Compensation Set-Aside Web Portal @

CINTERS for MEDWCARE § MDACAD SIRVES

About This Site CMS Links Reference Materials Contact Us

Account Setup Intro

You have selected a link that guides you through the process of establishing a new Account Manager 1D for the Workers' Compensaticn
Set-Aside Web Portal (WCMSAP). Please have your Account ICentification Number (EIN) and Personal Identfication Number (PIN)
available. The Account ID and PIN are listed on the mailing that was sent to your submitter contact

If you are alieady associated with a Submitter on the WCMSA Web Portal, you will not be allowed to register for a different Submitter
An Account Manager 's only allowed to be associated with on2 Submitter

During this process you will be

« Establishing an account for the Submitter. and

* B8P click Next to continue.
Before proceeding he roles of the various WCMSAP users, and their respective respaonsibilities to ensure the

o the Warkers’ Compensation Set-Aside Web Portal (WCMSAF)

Submitter account -are managed comectly. The role of the Account Manager and 1s described below

Slide notes
Read the introduction, then click Next to continue with the Account Setup process.
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(¥, L) Workers' Compensation Set-Aside Web Portal @]

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already associzted 1o anothar acenunt on the

WCMSA Web Portal. Exisling users will not be allowed to be agsociated to multiple accounts. New
users must go through the process of creating a Login ID and Fassword

An astensk (") indicates a required field

Account ID: * | |

Personal (dentification MNumber (PIN) |

Account Manager's E-Mail Address: * | |

Re-enter E-Mail Address: * | |

Slide notes
The Account Setup page will display.
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CATS Workers' Compensation Set-Aside Web Portal @]

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already asso

8 2559 Enter the Account ID, PIN, and
users must go through the process of creating a Login ID and Fass| Account Manager’s e-mail address.

WCMSA Web Fortal. Existing users will not be allowed to

An astensk (") indicates a required field

Account ID: * | |

Personal (dentification MNumber (PIN) !

Account Manager's E-Mail Address: * ' |

Re-enter E-Mail Address: * | |

Slide notes

This page requires the Account Manager to enter the Account ID and PIN that were mailed to the
corporate Authorized Representative. The Account Manager’s e-mail address is also required in order
to verify that he/she is an authorized user.
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(¥, L) Workers' Compensation Set-Aside Web Portal @]

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already associzted 1o anothar acenunt on the

WCMSA Web Portal. Exisling users will not be allowed to be agsociated to multiple accounts. New
users must go through the process of creating a Login ID and Fassword

An astensk (") indicates a required field

Account 1D: * [1234567890 |

Personal |dentification Number (PIN) ‘IC-[][}[}

Aceount Mz click Next to continue. lth@abcassociates.com |

F ith@abcassociates.com |

(s ) (g

Slide notes
When this page is completed, click Next to continue.
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CATS Workers' Compensation Set-Aside Web Portal CJ

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already associzted 1o anothar acenunt on the

WCMSA Web Portal. Exisling users will not be allowed to be agsociated to multiple accounts. New
users must go through the process of creating a Login ID and Fassword

An astensk (") indicates a required field

Account 1D: * [1234567890 |

Personal |dentification Number (PIN) ‘IC-[][}[}

Account Manager's E-Mail Address: * |jsmith@abcase,ociates_c:m |

Re-enter E-Mail Address: * | jsmith@abcassociates.com |

Slide notes

The system will validate the Account ID and PIN. If the Account ID and/or PIN are invalid, the system
will display an error message.
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CATS Workers' Compensation Set-Aside Web Portal @]

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already associzted 1o anothar acenunt on the
WCMSA Web Portal. Existing users will not be allowed to be associated to multiple accounts. New

users must go through the process of creating a Login ID and Fassword

An astensk (") indicates a required field

Account 1D: * [1234567890 |

Personal |dentification Number (FIN) * | CO00

Account Manager's E-Mail Address: * |j5mith@abcase,ociates_c:m |

Re-enter E-Mail Address: * ! jsmith@abcassociates.com |

Slide notes

The system will also validate your e-mail address to determine if you already have a Login ID. If the
system detects you are already associated with another WCMSAP account, as either an Account
Manager or Account Designee,

the system will prevent you from registering as the Account Manager for this account.
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CATS Workers' Compensation Set-Aside Web Portal @]

TATERS Jor LEDRCANT & AN DICAR0 SETVICET

About This Site CMS Links Reference Materials Contact Us

Account Setup

Please enter your Account Identification Number [Account ID) and Ferzonal ldentification Number (PIN)

sent to the account contact after completion of the New Registration step

Help About This Pace

We also ask for your E-mail address to s2e if you are already associzted 1o anothar acenunt on the

WCMSA Web Portal. Existing users will not be allowed to be associated to multiple accounts. New

users must go through the process of creating a Login ID and Fassword

An astensk (") indicates a required field

Account 1D: * [1234567890 |

Personal |dentification Number (PIN) ‘!C-[][}[}

Account Manager's E-Mail Address: * 'jsmith@abcase,ociates_c:m |

Re-enter E-Mail Address: * | jsmith@abcassociates.com |

Slide notes

Additionally, if the system detects that another user is already registered as the Account Manager for
the same account you are trying to register for, the system will display an error message.

The error message will inform you that you cannot register and it will instruct you to contact the COBC.
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CN7s

CENTERS for METNOARE § MFDVCAID SERVNCES

Ahout This Ste

Account Setup - Company Information

| | e
¥ ) 1
Workers' Compensation Set-Aside Web Portal t@ |

CNS Links

Reference Materials

Contact Us

Corporate Information

Corporation Name: ABC Comoany
Business Malling Address

Address Line 1: 1234 EIm St
Address Line 2. Suile A

City: Anytown

State: NY

Zip Code: 00990-111+

Employer Idertification Number [EIN): 1734867 8911

Account Representative Information

First Name® John MI* W Last Mame' Doe

Phone: 505-500-0005 ext. 000C

Slide notes

If the system is able to validate all entered data, the Account Setup Company Information page will
display. This screen will be pre-filled with the company information entered during the initial

Registration process.
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CN7s

CENTERS for METNOARE § MFDVCAID SERVNCES

Ahout This Ste

Account Setup - Company Information

| | e
¥ ) 1
Workers' Compensation Set-Aside Web Portal t@ |

CNS Links

Reference Materials

Contact Us

Corporate Information

Corporation Name: ABC Comoany
Business Malling Address

Address Line 1: 1234 ElIm St
Address Line 2. Suile A

City: Anytown
State: NY

Zip Code: 009901

(s ) g

Employer Idertification Number [EIN): 1734867 8911

Click Next to continue.

Account Representative Information

First Name® John MI* W Last Mame' Doe

Phone: 505-500-0005 ext. 000C

Slide notes

Review the listed information. If any of this information is incorrect, contact a COBC EDI
Representative to have it corrected. Click Next to continue.
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NS Workers' Compensation Set-Aside Web Portal @

CEATERS for MEDICART & MEDICAID SERVICES

Abaut This Site CHS Links Reference Materak Contact Us

Account Manager Personal Information

Flease click thiz button if information i< identical to that provided during initial ragistration

An astenisk (*) indicates a required field

First Mame: ® [ M | ]I ey e Help Aocut This Page
E-mail Address: * [AAAAAAAAALAA |
Phote [ ].[_ || |- e | |

Wailing Addiess:

Address Line 1:* | |
Address Line 2 | |
Cty. | |
State: * | Select b
ZpCote’ [ | ]

You must read the Liser Agraement proviced in the semlling box To azcept

e agreement, click the checkbox. You must accept and

agree to the terms of the Usar Agreement in order to continuz through the registration process

Slide notes

The Account Manager Personal Information page will display. The information entered on this page is
required for subsequent communications. All fields denoted by an asterisk (*) are required.

Page 22 of 42



Adobe Captivate Sunday, March 31, 2013

Slide 23 - Slide 23

NS Workers' Compensation Set-Aside Web Portal @

CEATERS for MEDICART & MEDICAID SERVICES

Abaut This Site CHS Links Reference Materak Contact Us

Account Manager Personal Information

B _ _ The e-mail Address field will be populated
Flease click thiz button if information i< identical to that provided during with the Account Manager e-mail address
An asterisk (*) indicates a required field that was entered on the Account Setup page.

First Mame: * [

v I T - —

E-mrail Address: © [j.crriih@ah“.:ggnnimn.c com |

Phoe:'[ [ Jea[ |

Wailing Addiess:

Address Line 1:* | |
Address Line 2 | |
Cty. | |
State: * | Select b
ZpCote’ [ | ]

You must read the Liser Agraement proviced in the semlling box To azcept

e agreement, click the checkbox. You must accept and

agree to the terms of the Usar Agreement in order to continuz through the registration process

Slide notes

The e-mail Address field will be populated with the Account Manager e-mail address that was entered
on the Account Setup page.
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CEATERS for MEDICART & MEDICAID SERVICES

Account Manager Personal Information

NS Workers' Compensation Set-Aside Web Portal @

Abaut This Site CHS Links Reference Materak Contact Us

Flease click thiz button if information i< identical to that provided during initial ragistration

An astenisk (*) indicates a required field

Wailing Addiess:

You must read the User Agrzement proviced in the scralling box To accept the agreement, click the checkbox. You must accept and

agree to the terms of the Usar Agreement in order to continuz through the registration process

Help Ajcut This Page

First Mame: * [Jane | Ml | l Last Nams + | Smith

E-mrail Address: © [j.crriih@ah“..:ggnnimn.c com |

Phone: “[s5s | [s35 J[oooc |- et | |

Address Line 1: * [53?8 Sunny 3t |
Address Line 2 | |
C

—_

" [.An'ym'wn |

State: * [Ny “

zoCose " [pomn [ ]

Slide notes

Enter the required personal information.
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Abaut This Site CHS Links Reference Materak Contact Us

Account Manager Personal Information

Flease click thiz button if information i< identical to that provided during initial ragistration

An astenisk (*) indicates a required field

Help Ajcut This Page

First Mame: * [Jane | M | l Last Mamz: * | Smith

E-mrail Address: © [j.crriih@ah“.:ggnnimq.c com |

Phone '[555 |.|555 H 00ac | w:—:d| |

Wailing Addiess

Address Line 1: * [53?8 Sunny 3t |

Address Line 2 | |

c

—_

¥ [.An'ytux-\-n |

State: * [Ny w

zoCose " [pomn [ ]

You must read the User Agrzement proviced in the seralling box T

click the checkbox. You must accept and

agree to the terms of the Usar Agreement in order 1o continuz through the reg

Slide notes

When the Account Manager information has been entered, scroll down to view the User Agreement
and Privacy Policy. Accept the User Agreement, then click Next. The system requires you to click “I
accept” in order to continue the Account Setup.

Note: You can register as an Account Manager for an account if you are already a registered Medicare,
Medicaid, and SCHIP Extension Act of 2007 (MMSEA) Mandatory Reporting user.
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CNIs, Workers' Compensation Set-Aside Web Portal @

CEATERS for MEDICART & MEDICAID SERVICES

Abaut This Site CHS Links Reference Materak Contact Us

Account Manager Personal Information

Flease click thiz button if information i< identical to that provided during initial ragistration

An astenisk (*) indicates a required field

Help Ajcut This Page

First Mame: * [Jane | M | l Last Namz- * | Smith

E-mrail Address: © [j.crriih@ah“.:ggnnimn.c com |

Phone '[555 |-|555 H 000C | ~:—:-;I| |

Wailing Addiess:

Address Line 1: * [53?8 Sunny 3t |

Address Line 2 | |

c

—_

¥ [.An'ytux-\-n |

State: * [Ny w

zoCose " [pomn [ ]

You must read the Liser Agraement proviced in the semlling box To azcept

e agreement, click the checkbox. You must accept and

agree to the terms of the Usar Agreement in order to continuz through the registration process

Slide notes

The system will confirm that all required fields have been entered before allowing you, the Account
Manager, to continue with the Account Setup process.

The system will display an error message if you submit incomplete or invalid information (i.e., the
entered information does not pass the WCMSAP edits).
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CArs

AT i MO MDA SYIER

Workers' Compensation Set-Aside Web Portal @|
=

About This Site

Eeference Materiss Contact Us

hie system to authanticate yeur identity fach

accass and updating priviledjes restricted to

E I QUICK HELP
the Account Manager

Cheose your Login IU and password carefull

Help Abgut This Fage

& Fassamrnd rmust be changed every sty (5] days
* Fassmord nust consist of at least eight (T) characters

vord mugt contain 3t least one uppercase leiter, one lower-case etter, one number, snd ona spocid characio
rilst Cortain & minimum 3 our (£) shangad characters Tom the previous gasseorn]

* Pazzword cannul be changed roone ban o

e fay

# Faseword must be diffierent frorm the pesous B ;na:;‘;.-md-;
« Passworg cannot contan a reserved woid (See Help Abcut This Page Tor a complate list)
An astensk (") indicates 2 required field
Re-znter Password * |:|

nints far your passwin

Choose Secunty ors and P NSWErs
Secuiity Question 1 * [Please Selzct v|
Angwer 1"
Secwity Question2® [PEE&SESEIEC[ "|

Slide notes

If you are a new user, the Account Manager Login Information page displays.

Note: If you have already registered to use the WCMSAP, this page will not display and you will not be
prompted to create a Login ID and Password.
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Login ID and Password

* LoginID
* Must be 7 characters
* Must be in the format of AA999AA
= Cannot be same as Password

* Password
» Must be changed every 60 days

= Must be 8 characters in length

= Must contain at least one upper case letter, one lower case letter, one number,
and one special character

» Cannot be changed more than once per day
= Cannot contain 4 consecutive characters from previous password
= Must be different from last 6 passwords

= Cannot contain a reserved word

Slide notes

New users must set up a Login ID and Password (using the following guidelines):
Login IDs must be 7 characters

Login IDs must be in the format of AA999AA

Login ID and Password cannot be the same

Passwords must be changed every 60 days

Passwords must be 8 characters in length

Passwords must contain at least one upper case letter, one lower case letter, one number, and one
special character

Passwords cannot be changed more than once per day
Passwords cannot contain 4 consecutive characters from the previous password
Passwords must be different from the last 6 Passwords

Passwords cannot contain a reserved word
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(Password, welcome, hcfa, cms, system, medicare, medicaid, temp, letmein, god, sex, money, quest,
1234, or f20asya, ravens, redskin, orioles, bullets, capitol, Maryland, terps, doctor,

567890, 12345678, root, bossman, january, february, march, april, may, june, july, august, september,
october, november, december, ssa, firewall, citic, admin, unisys, pwd, security, 76543210, 43210,
098765,

iraq, ois, tmg, internet, intranet, extranet, att, Lockheed)

Page 29 of 42



Adobe Captivate Sunday, March 31, 2013

Slide 29 - Slide 29

CMS, Workers' Compensation Set-Aside Web Portal @|

AT i MO MDA SYIER ‘-\_:a‘/

About This Site Eeference Materiss Contact Us

Account Manager Login Infarmation

The seewity mfarmatian re w thie system tn authanticate ya

access and updating priviledy

QUICK HELP

Cheose vour Loai IU and passwond Carefull Help #boul This Fage

& Fassamrnd rmust be changed every sty (5] days

* Fassmord nust consist of at least eight (T) characters

* Pasgwiord mugt contain 3t least one uppercase leiter, one lower-case etter, one number, snd ona spocid characio
* Hasswird rust contan a rminimiem 3 our (£) thangad characters Torm the previous passéworn]

* Pazzword cannol be changed roone fan woce per day

# Faseword must be diffierent frorm the pesous B
& Hassw

S g

cannot con‘ain a resenved word (See Help Abcut This Page for a complete list)

An astensk (") indicates 2 required field

Re-znter Password * |:|
1 ito s if fi

he t
e ang
Cheose Secu d P Angwer
Secuiity Question 1 * [Please Selzct v|
Angwer 1"
Secwity Question2® [PEE&SESEIECI "|

Slide notes

The security information requested on this page will allow the system to authenticate your identity each
time you log in to the WCMSAP. Choose your Login ID and Password carefully.
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CMS,|  \orkers Compensation Set-Aside Web Portal @'

AT i MO MDA SYIER

About This Site Eeference Materiss Contact Us

I and password carefull

rd riust be changed every sty (5] days
rd rust corsist of at least eight (T) characters

@ letter, one lewer-cagse 'otter, one number, snd ona spocid characio

nijad characters Torm the prevous password

orbain at least ong upper
CORbain 3 R 1 four |

* Pazzword vannol be changed roone fan woge
2 rd must be difierent from the presous B X
8 Help Abcut |

Create your Login ID, and enter

annot contan a resened wo and re-enter a password.

n asten indicates 2 raquired field
Re-arter Pazsword The Security Questions will allow you
- to access your Login ID and reset your

L | Password in the event you forget
either one.

Secuiity Question 1 * [Please Selzct v|

Angwer 1

Secwity Question2* [PEEES‘EMSEPC?

Slide notes

Create your Login ID, and enter and re-enter a Password. You will use your Login ID and Password to
enter the WCMSAP site and manage the account, manage designees, create and view cases, and
upload file attachments.

The Security Questions will allow you to access your Login ID and reset your Password in the event you
forget either one.
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CMIS,  \orkers Compensation Set-Aside Web Portal

AT i MO MDA SYIER

About This Site Ch : Eeference Materiss Contact Us

The seewity infarma liow the system tn authanticate yeur identity &ac

timz jou

2g ar, d . d1es resiricied
#5g and updating priviledjes restricted to QUICK HELP

Cheose your Login ID and password carehulh Help Aboyt This Fage

& Fassamrnd rmust be changed every sty (5] days
* Fassaord rust consist of a e

eight (T} characters.

* Pasgwiord mugt contain 3t least one uppercase leiter, one lower-case etter, one number, snd ona spocid characio
* Hasswird rust contan a rminimiem 3 our (£) thangad characters Torm the previous passéworn]

* Pazzword cannol be changed roone fan woce per day

# Fag
& Hassword cannot con‘an a reserved word (ee Help Abcul This P aje for a complete (=)

d rugt be difierent from the prevous B passwords

ensk (") indicates 2 raguired field
ogir I * | 441 23bo
Re-anter Password *

st you’ password. Please nole

W your passwind

Secuity Question 1| Whatis wour mothers niddle name? ¥

Click Next to continue. Answer 17| A,

EuLuulg'Ouus‘:lJnZ'[wnatls‘,-turpers name? \'|

Answer2” | BBEBD
ﬁ%

Slide notes
When you have completed the Account Manager Login Information page, click Next to continue.
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N7s, Workers' Compensation Set-Aside Web Portal f@

)

“

About This Ste M3 Lnks

Hefereace Matersis Loniad Us

Account Manager Summary (& printtnis page

Please revisw your personal end legin Information. If

i1 you neec

sad wath
ed with

to change the information, click the Edit” button. Kyou arz sa Y
the information chick the Continue’ button to submit your informaticn. Cick "Cancel to cancel the setup procass, all data will be lest. Prnt
this page for your records

. i Fdit
Personal Information @ Legin 1D [—-J

First Mama: Jzne M Last Name: Smith Login 1D: AA1Z3bb
E-Mal Address JSMANGaDCassociates. com
Phonz 555-555-0000 ex

Mailing Address:

Address Line 1. 3678 Sunny 31
Address Line 2

City: Anytown

State: My

Zip Cade: 09999

I_ Pravious ] [ Submit Accourt Sefup ] [ Cancel ]

Slide notes

The Account Manager Summary page will display next. This page shows all of the information entered
during Account Setup.
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CENTERE dor MEDRCARE 8 AFTWCAD KERCH

—

o~

Workers' Compensation Set-Aside Web Portal (s}

About This Ste M3 Lnks How l0.. Hefereace Matersis Loniad Us

Account Manager Summary (=) print th page

Please revisw your personal &n

gin Infermation. If you need to change the inforrmation, click the Edit’ button. i you ars sa

fied with
ncel to cancel the setup process, all data will be lost. Frnt

the information chick the Continue’ button to submit your informaticn. Cick

this page for your records

. i Fdit
Personal Information @ Legin 1D [——]

First Mama: Jzne M Last Name: Smith Login 1D: AA1Z3bb
E-Mal Address JSMANGaDCassociates. com
Phonz 555-555-0000 ex

Mailing Address:

Address Line 1. 3678 Sunny 31
Address Line 2

City: Anytown

State: My

Zip Cade: 09999

I_ Pravious ] [ Submit Accourt Sefup ] [ Cancel ]

Slide notes

You may print this page for your records.
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“

CENTERE dor MEDRCARE 8 AFTWCAD KERCH

About This Ste M3 Lnks

Heterence Matersis Loniadt Us

Account Manager Summary (& printtnis page

Please revisw your personal end legin Information
the informatics

this page for you

If you need te change the information, click the 'Edit’ button. you ars sa

sad wath
1ed with

lck the Continue' button to submit your informaticn. Cick Cancel to cancel the setup process, all data will be lost. Font

econds

. i Fit
Personal Information @ Legin 1D L&J

First Mama: Jzne M Last Name: Smith Login 1D: AA123bb
E-Mal Address JSMANGaDCassociates. com
Phonz 555-555-0000 ex

Mailing Address:

Address Line 1. 3678 Sunny 31
Address Line 2

City: Anytown

State: My

Zip Cade: 09999

I_ Pravious ] [ Submit Accourt Sefup ] [ Cancel

Slide notes

All information should be reviewed and verified before continuing. You may return to specific sections to

correct or change the previously entered information by clicking the Edit button next to the section that
needs to be modified.
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CArs

AT i MO MDA SYIER

About This Site

#55 and updating priviledjes re

I and password carefull

rd riust be changed every sty (5] days

rd rust corsist of at least eight (T) characters

@ leiter, ong lowercase otter, one number, 3
changad characters Torm The pleos 3.

Sariity Chisetinm 1 * | Whaticim

urnnthare “i’H|E|'|E|T|E? ]
Click Next to return to the
Account Manager Summary page. |

Eeference Materiss

nd ong &

s ainrd

Workers' Compensation Set-Aside Web Portal @|
\,_:/

Contact Us

QUICK HELP

Help Apou! This Fage

paciad characie

Slide notes

This will return you to the applicable page (Personal Information, Mailing Address or Login ID) to make
modifications. Once all corrections have been made, click Next at the bottom of that page to navigate

back to the Account Manager Summary page.
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N7s, Workers' Compensation Set-Aside Web Portal f@

)

“

About This Ste M3 Lnks

Hefereace Matersis Loniad Us

Account Manager Summary (& printtnis page

Please revisw your personal end legin Information. If

i1 you neec

sad wath
ed with

to change the information, click the Edit” button. Kyou arz sa Y
the information chick the Continue’ button to submit your informaticn. Cick "Cancel to cancel the setup procass, all data will be lest. Prnt
this page for your records

. i Fdit
Personal Information @ Legin 1D [—-J

First Mama: Jzne M Last Name: Smith Login 1D: AA1Z3bb
E-Mal Address JSMANGaDCassociates. com
Phonz 555-555-0000 ex

Mailing Address:

Address Line 1. 5678 Sunny 3l

Address Line 2

City: Anytawn Click the Submit Account Setup
Stk ui button.

Zip Cade: 09999

I_ Pravious ] [ SubmiNiccourt Sefup ] [ Cancel ]

Slide notes

After you have verified that all entered information is correct, click the Submit Account Setup button to
submit the information.
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CFATERS ko MEDRCARY & MPFDNCAD SERVCES

About This Ste CM5 Links How To... Reference Materials Contact Us

Thank You

\— Print this page

You have successfully completed the Account Setup for the Workers Compensation Medicare Set-Aside Web site and established yourself as the Account
Manager for the Account ID. Please print this page for your records.

Next Steps

You may retun to the Workers' Compensation Medicare Set-Aside Web site Welcome page, login using the Login ID and Password you just created to
access accounts associated to your ID.

Please note: when returning your profile to the COBVA mailbox, please write "WCMSAP Profile Report” in the subject line. This is so the EDI Reps
respensible for routing COBVA messages know to who they should send profile reports

You can visit the Workers' Compensation Medicare Set Aside page at Workers' Compensation Set-Aside Welcome Page

Slide notes

The system will display a Thank You page with instructions for your next steps after successful Account
Setup.
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CFATERS ko MEDRCARY & MPFDNCAD SERVCES

About This Ste CM5 Links How To... Reference Materials Contact Us

Thank You

.| t . .
\— Print this page

You have successfully completed the Account Setup for the Workers Compensation Medicare Set-Aside Web site and established yourself as the Account
Manager for the Account ID. Please print this page for your records.

Next Steps

You may retumn to the Workers" Compensation Medicare Set-Aside Web site Welcome page, logip 11einntha Lanin IN and Dacewmnrd wan et crastad tn

access accounts associated to your 1D 2 -
Y Click the Workers' Compensation

Medicare Set-Aside Welcome Page link
Please note: when retuming your profile to the COBVA mailbox, please write "WCMSAP Profile R to return to the Welcome page.

respensible for routing COBVA messages know to who they should send profile reports

You can visit the Workers' Compensation Medicare Set Aside page at Workers' Compepsation Set-Aside Welcome Page

Slide notes

Click the Workers’ Compensation Medicare Set-Aside Welcome Page link to return to the Welcome
page.

Page 39 of 42



Adobe Captivate Sunday, March 31, 2013

Slide 39 - Slide 39

Next Steps

Account Setup complete

Registered as Account Manager
* Control administration of WCMSAP account

Account Manager will receive Profile Report from COBC via e-mail
= Review, sign, and return to COBC
= Cannot submit, view or create cases until the signed Profile Report is
received by the COBC

Login to the account to maintain account and case information, upload
and replace documents, submit cases, and manage Designee access

* You may manage the entire account or invite other company employees
to assist as Account Designees

* Login to the WCMSAP site using the Login ID and Password you created during
the Account Setup process to add Designees

Slide notes

You have successfully setup the account and registered yourself as the Account Manager. As the
Account Manager, you control the administration of the WCMSAP account.

You will receive a Profile Report from the COBC via e-mail, which must be reviewed for accuracy then
signed and returned to the COBC. You cannot submit, view, or create cases until the signed Profile
Report is received by the COBC.

After the report has been received by the COBC, you can login to the account to maintain account and
case information, upload and replace documents, submit cases, and manage Designee access.

You may choose to manage the entire account or you may invite other company employees to assist as
Account Designees.

To add Designees, you must login to the WCMSAP site using the Login ID and Password you created
during the Account Setup process.
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Next Steps
* E-mail notification sent to you and Account Representative
* Includes Profile Report
= All information previously recorded during registration
 Additional information provided during Account Setup

= Contact the COBC EDI Department if you do not receive Profile Report after 10
business days

* You or Account Representative will have 60 business days to review,
sign, and return Profile Report to COBC

* When returning the signed Profile Report via e-mail, use “WCMSAP
Profile Report” in the subject line

= |f not received within timeframe, account will be deleted on the 60th
business day and you must restart registration process over

Slide notes

Upon completion of all information for the Account Setup, an e-mail notification will be sent to you and
the Account Representative. The e-mail will also include a Profile Report, noting all information
previously recorded during registration,

and any additional information provided during the Account Setup. It may take up to 10 business days
to receive the Profile Report. Contact the COBC EDI Department if you do not receive a Profile Report
after 10 business days.

You or the Account Representative will have 60 business days to review, sign, and return the Profile
Report to the COBC. When returning the signed Profile Report via e-mail, use “WCMSAP Profile
Report” in the subject line.

If a signed Profile Report is not received within that timeframe, the account will be automatically
deleted on the 60th business day. If the account is deleted, you must start the registration process from
the beginning.
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\ MEDICARE
OF BENEFITS

1ave completed the WCMSAP Account Setup course.
information in this course can be referenced by using
the document at the link below:
https://www.cob.cms.hhs.gov/WCMSA/help/userManual
JWCMSAUserManual.pdf .

Slide notes
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